
APPLICATION FOR RECORDS RETENTION SCHEDULE Employment Security Agency 1 

Administrative Services Division . 

lleting this form. After Division Director/Designee has signed the form, fomdrd original to Administrative Sarvices Division, Records 

Georgia Department .of  Labor 
254 'Washington S t ree t  

J. Ray B i l b o  Admin i s t ra t i ve  Services Manager V 656-31 86 
-. . -  ~~ -~ ~-~ 

1. Action Requested 
a. Establish Retention Schedule; 3mrd will continue to accumulate. 

I. Division and Office Function What i s  the function of the Division and the Office in. which this record series i s  created? 

The Finance Div  
Federal account 
expendi tures by 

Grants Financia 

s ion  accounts for  a l l  funds received and disbursed accord 
ng requirements, gu ide l ines ,  and systems; mainta ins c lass  
funding source, cos t  center  and general ledger. 

ng t o  
f i c a t  

S ta te  and 
on o f  

Admin i s t ra t i on  develops accounting systems and record keeping t o  s a t i s f y  
Federal g ran t  requirements, i nc lud ing  the  record copies o f  a l l  CETA f i n a n c i a l  records. 
Prepares and admin is ters  Federal and Sta te  budgets. Prepares p a y r o l l  f o r  Department. 

I :  Record Series Description 

Dmmentsrelatingto: 

This file contains the following documents (include form numbers end titles, if any): 
Attach samples of the file. 

funding of CETA grants  by d i f f e r e n t  en t i t l emen t  categor ies t o  Prime Sponso 
Balance-of-State grantees, and records r e l a t i n g  t o  Prime Sponsors f o r  whom 
the  DOL a c t s  as a d m i n i s t r a t i v e  agent or sub-contractor.  

Included are: 
grants  f o r  t i t l e s  i n  binders,  area p lans (i.e.", Central  Savannah Region) (APDC Area' 
and Prime Sponsors), con t rac ts  w i t h  sub-grantees, f i n a n c i a l  repo r t s  (i .e. q u a r t e r l ?  
repor ts ,  cash set t lement  repor ts ,  f i n a n c i a l  set t lement  repor ts ) ,  and work papers. 

File i s  arranged: annual 1Y by fi sca 
8 APDC boundaries 

1 

year, . thereunder by area analogous t o  the  fo rmer ly  16, now 
thereunder by con t rac t  number. 

~ - 
3. Monthly Reference Rate 

One to six months old 
? d e c l i n i n g  f u t u r e  reference except f o r  d e t a i l s  f o r  f i n a l  a u d i t  twenty-five months and older- 

3. Annual Rate of Accumulation f Records 
Letter-size drawers approx ; Legal-size drawers 

How often a'm records referred to which are: 
; Seven to twelve months old ; Thirteen to twenty-four months old 

~ 

; Shelves- ; Other (rpacifyJ 

, 



_- .. - 
E S T m )  10. Questionnaire (Place an “X”in rhepmpercolumn) .. . ‘, a. Is this the official copy of the series? * 

11. Retention Requirements The following requires the series to be kept: 

a. State Law tt years. d. Audit * r id  years. 

b. Statute of limitation years. ,. e. Administrative need years. 

c. Federal Law years. f. Federal retention instructions 3 years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

41 CFR 29-70’.203-3 (&=e &~~cIc-k%d) 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 

0 Calendar Year; fl Fiscal Year; 0 Other- then. 

0 Transfer to local holding area; hold yeark); then 
Transfer to State Records Center; hold 2 year(s); then 

0 Transfer to State Archives for permanent retention. 
0 Other ISpecifVl 

month(s) - year(s1; then 12 Hold in the current fi les area 

Destroy. 

. F i l e  s e r i e s  t o  be c u t  off  a t  end of each F i sca l  Year; ho ld  i n  cu r ren t  f i l e s  area 12 
months; t r a n s f e r  t o  Sta te  Records Center ho ld  2 years, then dest roy a f t e r  complet ion 
and re lease o f  a l l  S ta te  and Federal a u d i t  requirements, l i t i g a t i o n  and/or c la ims. 

These instructions apply to al l  prior and future accumulations of the series. 

Recommendations in paragraph 
12 are approved. /If disapproved, 
attach letter of exp1anation.J 

I Attorney GeneraVDesignee I / 


